
Snapshot/Scanner Configurations

• Use the following procedures to configure 
Snapshot on your workstation







After setting up initial settings, please confirm your
printer settings when printing a document to Snapshot
8 using the following steps.







Snapshot/Scanner Configurations

• Use the following procedures to configure 
the scanner on your workstation























Quality Control Requirements for 
Scanned Documents

• Laserfiche users shall perform an initial quality control 
check by reviewing the scanned document to make sure 
that all pages have been scanned, the document image 
is legible, the pages are straight, all pages are oriented 
in the same direction, and all pages are the proper size, 
etc. If this is not the case, the document, or specific 
pages, shall be rescanned until the document is legible 
and complete. 



Unacceptable Documents 
• Documents that do not comply with the scanning/ 

importing requirements (legible, complete and 
retrievable), the document or relevant pages should be 
rescanned, re-imported and reviewed again to prevent 
document loss. When the re-work is successful, the 
defective electronic record must be deleted. Each office 
must stamp or hand write the following statement on 
every original page to be scanned that is illegible: “Due 
to the illegibility or condition of the source document, the 
electronic copy of this page may not be legible.” 



Become more proficient!

• For additional information on Laserfiche
settings and options, please refer to the
Laserfiche User’s Reference Material
found in the

folder in Laserfiche. Please use
the information that pertains to the version
installed on your workstation.

(b) (7)(E)
(b) (7)(E)
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Getting Around in Laserfiche 
When you open the Laserfiche Client software, you will first see the Folder 
Browser, which shows the arrangement of the folders in your repository. Here 
you can browse, search for, or organize documents. 

 

Components of the Folder Browser 

 The Menu and Toolbar contain options to help you work within the 
Folder Browser. The Folder Browser toolbar and keyboard shortcuts 
can be customized. With the Folder Browser open, select the Tools 
menu, Options, and Toolbars. Click Customize Toolbar to add buttons, 
change keyboard shortcuts, and set other preferences. 

 The Location Bar 
just below the toolbar shows you the folder hierarchy for the selected 
folder and allows you to type in a path to go directly to a particular 
folder or document.  

 The Quick Search Bar allows you 
to perform a basic search throughout the repository without having to 
open the Search Pane. 

 The Folder Pane is on the left side of the Folder Browser. If it 
is not already open, it can be accessed by clicking the Folders button 
on the toolbar. 

 The Search Pane will also appear on the left side of the Folder 
Browser. When you click on the Search button in the toolbar, 
the Search Pane will replace the Folder Pane. 
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 The Contents Pane is on the right side of the Folder Browser. When 
you select a folder in the Folder Pane, you see its contents listed in the 
Contents Pane. 

Navigating the Folder Browser 

Documents in Laserfiche can be contained within folders, which may in turn 
be contained within other folders. The structure of folders is called a folder 
tree, and it is contained in a Laserfiche repository. In Laserfiche 8, you can log 
in to multiple repositories at once; they will all appear in the Folder Pane. 

Navigating the Folder Pane 

• The folder tree is shown in the Folder 
Pane. There are several different 
methods for moving between folders 
and repositories in the Folder Pane. 

• Using the mouse within the Folder 
Pane, you can see subfolders by 
double-clicking the folder or repository 
or clicking once on the plus sign to the 
left of the folder icon. 

• Using the keyboard within the Folder 
Pane, you can use the ENTER key to 
expand a folder and see its subfolders, 
and the UP and DOWN arrow keys to move between visible folders. 

• With the Go Back and Go Forward arrow buttons on the 
toolbar, you can browse backward and forward through 
the history of folders you have previously viewed in the current Folder 
Browser.  

• From the File menu, select Recent Documents to access the last 11 
documents you viewed. 
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Navigating the Contents Pane 

When you have selected a folder, the documents and folders in that folder 
will be visible in the Contents Pane. You can navigate within the Contents 
Pane as in the Folder Pane. 

The View Style toolbar button allows you to customize the 
appearance of the Contents Pane. Rather than the default detail 
view, it can show small icons, large icons, a basic list without details, or 
thumbnails. 

In the detail view, you can reorder the columns by selecting a column header 
and dragging it left or right. You can also sort documents based on the column 
information by clicking on the column. For instance, clicking on the Last 
Modified column header will sort files by the date they were most recently 
modified. Click once to sort in ascending order and again to sort in 
descending order. To add or remove columns, right-click in the column 
header and select or deselect columns. 

Creating and Working With Folders and Documents 

When creating or adding to a folder structure, consider who will be accessing 
the documents. Make the filing and naming structure as self-explanatory as 
possible so that new employees or people who use the repository infrequently 
can easily access the documents. For tips, see the System Design Best 
Practices in Laserfiche 8 white paper. 

Your rights for actions such as creating, moving, and modifying folders and 
documents are determined by your Laserfiche administrator. Not all users 
may be able to perform all actions. 

Creating a New Folder 

To create a new folder, select the repository 
or folder you want the new folder to be 
inside, and do one of the following: 

• From the File menu, select New and then Folder. 

• Right-click and select New and then Folder. 
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• On the keyboard, press CTRL+N. 

• Type the name you want to give the folder. 

Creating a New Document 

You can create a new document within the Folder Browser, rather than 
through importing or scanning. Documents created this way will not have any 
image, text, or electronic document pages, although pages can be added to 
them later. Empty documents are sometimes used as placeholders 
representing physical resources. 

To create a new empty document: 

1. Select the repository or folder you want the new folder to be inside, 
and do one of the following: 

• From the File menu, select New and then Document. 

• Right-click and select New and then Document. 

• On the keyboard, enter CTRL+D 

2. Enter any metadata you wish to associate with the document. 

3. Type the name you want to give the document. 

To create a document by importing or scanning, see the help files or white 
papers on those subjects. 

Moving Folders and Documents 

To move folders or documents, you can select and drag and drop them into 
the destination folder, just as you would in Windows Explorer. You can also 
use the Cut 
and Paste 
commands 
in the Edit 
menu or the Cut and Paste toolbar buttons to remove a file from one location 
and place it in another. When you move a folder, all documents in that folder 
and all subfolders and their contents will be moved as well. 
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Copying Folders and Documents 

When you copy a folder, it will retain all documents, subfolders, and their 
contents inside it. It will retain the volume and metadata information 
previously assigned to it, but the rights 
assigned to the folder are not copied to the 
new folder; they will be inherited from the 
new parent folder. You cannot copy a folder 
that has a document checked out for editing or 
copy a folder into one of its own subfolders. 
You can copy a folder into the same root 
folder; doing so will duplicate that folder and prompt you to rename it. 

To copy a folder: 

• Select it and do one of the following:  

• From the Edit menu, select Copy. 

• Right-click and select Copy. 

• Click the Copy button on the Folder Browser toolbar. 

• Press CTRL+C on the keyboard. 

To paste the folder: 

• Navigate to the new location and do one of the following: 

• From the Edit menu, select Paste. 

• Right-click and select Paste. 

• Click the Paste button on the Folder 
Browser toolbar. 

• Press CTRL+V on the keyboard. 

Individual documents can be copied in the same manner. 

Replicating a Folder Structure 

You can also copy a nested folder structure without copying the documents 
inside each folder. This option can be particularly useful if you need to easily 
reproduce standardized folder structures, such as a set of folders for a new 
employee, patient, or donor. The folder structure will retain volume and 
metadata information previously assigned to it. Rights will be inherited from 
the new parent folder.  
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To reproduce a folder structure: 

1. From the Folder Browser, select the top folder of the folder structure 
you want to reproduce. 

2. Select Copy from the Edit menu or right-click and select Copy. 

3. Navigate to the folder structure’s new location. 

4. Select Paste Folders Only from the Edit menu or 
right-click and select Paste Folders Only. Click 
Yes to reproduce the folder structure. 

5. The folder structure will appear as a copy of the original, without any 
documents inside. 

Creating and Working with Shortcuts 

A shortcut is a pointer to a document or folder in the repository. Shortcuts 
allow you to store a document in one place in a repository, but access it from 
elsewhere. Shortcuts can be e-mailed to people with access to the same 
repository. 

Creating Shortcuts Within the Repository 

Creating shortcuts inside your repository can help you create file structures 
that meet different needs within your organization while maintaining 
consistent organization. For instance, you might store all the environmental 
impact reports for various construction projects in an Environmental Reports 
folder, but place shortcuts in the folders for each project, so the people 
working on each project can quickly access the relevant documents. 

To create a shortcut to a document or folder: 

1. Select Copy from the Edit menu or right-click 
and select Copy. 

2. Navigate to the folder where you want to create 
the shortcut. 

3. Select Paste Shortcut from the Edit menu or right-click and select Paste 
Shortcut. 

Creating Shortcuts Outside the Repository 

Shortcuts can also be made in a Windows Explorer window (e.g., the desktop) 
to documents and folders within Laserfiche. Opening the shortcut will open 
Laserfiche directly to that document or folder. 
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To create desktop shortcuts to Laserfiche: 

• To create a shortcut to a folder, drag and drop the folder from the 
Laserfiche Folder Browser to Windows Explorer. 

• To create a shortcut to a document, press CTRL+SHIFT while you drag 
and drop the document from Laserfiche to Windows Explorer. 

Note: Dragging and dropping a document to Windows Explorer without 
pressing CTRL+SHIFT will export the document as a PDF, or whatever format 
your default export settings are configured for. 

The Recycle Bin 

The Laserfiche Client recycle bin is a special folder that always remains at the 
bottom of the repository’s folder tree. When the recycle bin is 
enabled by your Laserfiche administrator, all deleted 

documents will first go to the recycle bin before being permanently removed 
from the repository. This protects against accidental deletion. 

When you open the recycle bin, you will see a list of all the entries currently 
in the recycle bin that you deleted. You will not be able to view, open, or 
otherwise modify the document or its metadata while it is in the recycle bin. 
You can restore documents, or, if you have the appropriate privilege, 
permanently purge documents. 

The time a document will remain in the recycle bin before it is permanently 
deleted is configured by your Laserfiche administrator. By default, documents 
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are permanently purged from the recycle bin after seven days, but this may be 
different at your Laserfiche installation. 

Moving an Item to the Recycle Bin 

Deleting an item within the Folder Browser will send it to the recycle bin. 
Sending a document to the recycle bin will break any document links or 
version information between that document and other documents in the 
repository. Restoring the document will not restore the link or version 
information, although all other metadata and security information will be 
retained. 

When you delete a document or a folder, you will also delete every shortcut 
to that item. However, deleting a single shortcut will not affect the 
corresponding document, folder, or other shortcuts. Shortcuts cannot be 
moved to the recycle bin. If a shortcut is deleted, it cannot be restored. 

To move an item to the recycle bin: 

1. Select the document or folder you want to move to the recycle bin. 

2. Do one of the following: 

• Press the DELETE key. 

• From the File menu, select Delete. 

• Drag and drop the item to the 
recycle bin in the Folder Pane. 

3. When prompted, click Yes to confirm 
that you have moved the entry to the 
recycle bin. 

Restoring an Item from the Recycle Bin 

All users can retrieve documents they have moved to the recycle bin 
themselves, until those documents have been purged. If the entry is a folder, 
its contents cannot be individually restored; the folder must be restored to 
access its contents. When an entry is restored, its metadata and security 
information will be restored with it. If an entry is restored to a new folder or a 
folder whose security settings have changed, it will inherit the new security 
settings from the parent folder. 

To restore an entry from the recycle bin: 

1. Open the recycle bin. 

2. Select the entry or entries you want 
to restore. 

3. Right-click and select Restore to open the Restore Entries dialog box. 
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4. Choose either to restore the entry to its original location or to a 
different, specified folder. Note that you must have the appropriate 
rights to create a document in that folder 
if you choose a new folder. The entry will 
inherit rights from the folder to which 
you move it. 

5. Click OK to restore the entry or entries. 

Purging an Item from the Recycle Bin 

To purge, or permanently delete, items you have moved to the recycle bin, 
you must have the Purge Entries privilege, which is configured by a 
Laserfiche administrator. Laserfiche administrators with the appropriate 
privileges can also restore or purge items that various users have moved to the 
recycle bin. 

To delete an item permanently: 

1. Move the document or folder to the recycle bin. 

2. Open the recycle bin. 

3. Select the item you want to permanently delete. 

4. Right-click the item and select Purge. 

5. To purge all items in the recycle bin, right-click and select Purge All 
Entries. 

Tip: Another way to delete an item permanently is to select the item in the 
Folder Browser and press SHIFT+DELETE. You will be prompted to confirm 
that you want to permanently delete the entry. 
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Viewing Documents 
Laserfiche documents can contain several different types of information, 
including images, text, annotations, and metadata. The Document Viewer 
allows you to work with all of these kinds of information for each document. 
The Document Viewer is a new window separate from the Folder Browser. 

Types of Documents  

Laserfiche stores two basic types of documents: 

 Imaged documents: image pages and text. Laserfiche uses the TIFF 
(Tagged Image File Format) image encoding format, a non-proprietary 
file type that can be opened in most image viewing programs. 

 Electronic documents: a file of another format, such as a Word 
document or Excel spreadsheet.  

Opening Imaged Documents 

Imaged documents will always be viewed in the Document Viewer. 

To open an imaged document: 

• Select it in the Folder Browser and do one of the following: 

• From the File menu, select Open. 

• Right-click and select Open. 

• Press CTRL+O on the keyboard. 

Opening Electronic Documents  

Laserfiche users can choose to view electronic documents in the native (third-
party) format or in the Document Viewer. 

Opening Electronic Documents in their Native Format 
By default, double-clicking on an electronic document in the repository will 
open it in its native file format. Another way to open an electronic document 
in its native format is to right-click the 
document, point to Open and select 
Electronic File. 

Opening Electronic Documents in the 
Document Viewer 
Electronic documents can also be opened in the Document Viewer. This will 
not open the electronic file, but will allow you to view any extracted text, as 
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well as the document’s metadata. If you have created images of the electronic 
file using Snapshot, those images will also be included and displayed.  

To open an electronic document in the Document Viewer: 

1. Select the document 

2. Right-click the document and click Open and Pages. 

You can configure the default settings for your Laserfiche Client so 
electronic documents will open in the Document Viewer rather than their 
native application when double-clicked. 

To change the default view for electronic documents: 

1. In the Laserfiche Client, select Options from the Tools menu. 

2. Select View and Open With. 

3. Under Open With, select either: 

• The associated application to have electronic documents launch 
in their native application by default. 

• Standard document display to have electronic documents open 
in the Document Viewer by default. 

4. Optional: Under Open zero-page documents using, select whether 
opening documents will open only the Metadata dialog box or the 
standard view in the Document Viewer. 

5. Click OK. 

Opening Document Metadata Only 

To open only the metadata window of an imaged or electronic document 
without opening the entire document, select the document and click the 

View Fields button in the Folder Browser toolbar. 

Components of the Document Viewer 

In the Document Viewer, you can view and modify Laserfiche documents, 
according to the rights assigned to you by your Laserfiche administrator. 
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The Document Viewer has a menu and toolbar featuring options specific to 
the Document Viewer. The Document Viewer toolbar and keyboard shortcuts 
can be customized. With the Document Viewer open, select the Tools menu, 
Options, and Toolbars. Click Customize Toolbar to add buttons, change 
keyboard shortcuts, and set other preferences. 

The Document Viewer consists of four sections: the Image Pane, the Text 
Pane, the Fields Pane, and the Thumbnails Pane. You can open some or all of 
the four possible panes. To open these panes, click the appropriate toolbar 
buttons or select the view you want from the View menu. To close the panes, 
click on the toolbar buttons again, or, if three or more windows are open at 
the same time, click on the “X” in the top right corner of the pane itself. The 
panes can be resized to your liking; use the mouse to drag the borders to the 
size you want. 

You can also undock a pane by clicking the Undock button in the pane’s 
upper right-hand corner. This will open the pane in a new window. To re-
dock the pane, click the menu in the upper left corner of the window and 
select Dock. 
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Use the Previous Page and Next Page buttons on the Document Viewer 
toolbar to move from page to page in the imaged document and the associated 
text simultaneously.  

Image Pane 

You can view the TIFF 
images associated with a 
document in the Image 
Pane. The Image Pane 
displays one page at a time, 
and shows both the image 
itself and any annotations—
such as highlights or sticky 
notes—that users have 
applied to the image. For 
more information on 
annotations, see the 
Laserfiche 8 Annotations 
white paper. 

Zooming In and Out 

By zooming, you can take a closer look at sections of the image or get a 
broader view of the whole image. 

To zoom: 

• Press CTRL while holding down the mouse button and dragging to 
select and zoom in on a section of the document in the Image Pane. 
Double-click anywhere on the image to zoom back out. 

• Select the Zoom tool from the Document Viewer toolbar. 
Using the Zoom tool, click on the image to zoom in, and, if 
your mouse has a scroll wheel, scroll up to zoom in or down to zoom 
out. 
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• Use the Zoom In and Zoom Out buttons on the Document 
Viewer toolbar. 

Scrolling 

If the image you’re viewing is bigger than your screen, you can scroll up and 
down to view the whole image. 

There are a few different ways to scroll: 

• Use the scrollbar on the right side of the image. The scrollbar appears if 
the image is larger than the Image Pane. 

• If you are using any cursor tool except Zoom, use the mouse scroll 
wheel to scroll up or down. 

• If you are using a scroll wheel, you can configure your settings so that 
you can scroll through all the pages of the document with the scroll 
wheel. To do so, select Options from the Tools menu, select View and 
General, and select Page scrolling. 

• Select the Panning tool from the Document Viewer toolbar. 
Use it to click on the image and drag the image around inside 
the Image Pane. 

Text Pane 

The Text Pane contains text associated with the document. Most of the time, 
this will be text that has been read from the images pages by an optical 
character recognition (OCR) process (“OCRed”) or extracted from an 
electronic document. Some annotations can be added directly to text, just as 
they can be added to the image. 
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Generating Text 

There are two fundamental methods to generate text from a document. If the 
document has image pages, you can perform OCR to “read” the text from the 
image. If the document has certain types of electronic files associated with it, 
such as a Microsoft Word document, you can extract text from the electronic 
document directly. If there is already text associated with the document—if it 
has already been OCRed or had text extracted from it—generating text again 
will overwrite any existing text. 

The Generate Text button will perform OCR on an imaged document or 
extract text from an electronic document. With either kind of document 

open in the Document Viewer, use this button to generate text. Once you have 
generated text from a document, you can view that text in the Text Pane of the 
Document Viewer. 

Editing Text 

By default, the Text Pane is grayed out so the text cannot be accidentally 
changed. However, you can turn on text editing, which will allow you to 
change the text directly. This can be useful for repairing errors in the OCR; for 
instance, if a customer’s name was misread by the OCR, but you wanted it to 
be searchable, you could modify the text so the name was correctly spelled. 

To turn text editing on or off: 

• Select Edit Text from the Tasks menu. 

• Click the Edit Text button on the Document Viewer toolbar. 

Metadata Pane 

The Metadata Pane displays and allows you to modify additional information 
relevant to the document. It contains four tabs: Fields, Tags, Links, and 
Versions. For more information on working with these types of document 
metadata, see the Laserfiche Client help files or additional white papers. 
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Thumbnail Pane 

The Thumbnail Pane allows you to see multiple pages of your document 
simultaneously. You can scan through the entire document quickly, locate, 
and open pages. To open a page from the Thumbnail Pane, double-click the 
thumbnail image. 

You can also use the Thumbnail Pane to modify documents and individual 
pages in certain ways. 

Rotating Pages 

To rotate one or more pages: 

1. Select the page or pages in the 
Thumbnail Pane. 

2. Right-click the pages. 

3. Select Rotate Image(s). 

4. Choose Clockwise, 
Counterclockwise, or Upside-
Down. 

Moving a Pages Within a Document 

To re-order pages within a document, select the thumbnails of the pages and 
drag and drop them in the new location. You can also right-click the 
thumbnails and select Cut and Paste, or use the commands on the Edit menu. 
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Moving a Page to Another Document 

You can move pages from 
one document to another. 
Open another Document 
Viewer and drag the pages 
from one Thumbnail Pane 
to the other. You can also 
right-click the thumbnails 
and select Cut and Paste, 
or use the commands on the Edit menu. 

Copying Pages Within a Document 

To create multiple copies of the same page within a document, right-click the 
thumbnails of the pages you want to copy, select Cut, right-click again, and 
select Paste. Or you can use the commands on the Edit menu. 

Copying Pages to Another Document 

You can copy pages to another document, and the original pages will remain 
in the original document. Select the page or pages, right-click, and select 
Copy, or use the commands on the Edit menu. Open another Document 
Viewer, right-click in the Thumbnail Pane where you want to place the pages, 
and select Paste. 

Deleting Pages 

Deleting pages in the Document Viewer will permanently delete the pages. 
They will not go to the recycle bin and cannot be restored. To delete a page, 
right-click it and select Delete or select Delete Pages from the File menu.  

Splitting a Document into Multiple 
Documents 

You can also split one document into 
multiple documents from the 
Thumbnail Pane. This will remove the 
selected page or pages and create a 
new document containing those pages. Both image and text pages, and any 
annotations on them, will be moved to the new document. 

To split a document from the Thumbnail Pane, select the relevant page or 
pages, and either right-click the pages or press CTRL+D. The New Document 
dialog box will open and allow you to configure the new document. 
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Signatures not printing on PCTWs has to do 
with the Hardware acceleration settings on 
your particular workstation. Please have OIT 
change your settings using the following 
procedures.



(b) (6), (b) (7)(C), (b) (7)(E)
































